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Staff Services Analyst 800-663-5157-726

Administration/Financial Management and Contracts Br. Budget Bureau

Chris Vail Staff Services Manager I

✔

✔

The mission of the Budget Bureau is to manage the state operations budget of the California Department of Social
Services. The unit provides administrative and budgetary services to programs that help carry out the mission of the
Department to serve, aid and protect needy and vulnerable children and adults in ways that strengthen and preserve
families, encourage personal responsibility and foster independence.
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Under the direct supervision of the Staff Services Manager I (SSM I), the analyst is responsible for the preparation,
analysis and maintenance of the Department’s Budget.

The duties of the analyst may be divided into two main categories: budget development and budget maintenance.
The budget development function refers to preparing the Governor's Budget. This requires an in-depth evaluation of:
1) the objectives of the Department's programs, 2) the resources required to achieve these objectives and 3) the need
for current or additional resources. The analyst is closely involved with the Department's managers in justifying
current and new staffing levels and makes recommendations on functions and staffing to top management during
Departmental budget hearings. Each analyst serves as a primary budget analyst for designated Divisions within the
Department and also serves as a backup in other units. The analyst's assignments generally include Divisions of
small to medium size with routine or less sensitive issues. Budget maintenance can be interpreted as operational
control and means to guide Departmental managers according to the approved financial plan, i.e., the Governor’s
Budget.

40% Budget Development
• Assist management with preparing the Governor’s Budget schedules for submittal to the

Department of Finance (DOF).
• Research and assist with program changes and program budget proposals in support of Departmental

objectives with costing, program and workload justifications.
• Prepare material for the Legislative hearings and responses to the Legislative Analyst's recommendations.
• Coordinate the program budget narrative for the Department, which includes the need, authority, objective,

program descriptions, input and output data and major program changes.

40% Budget Maintenance
• Maintain and update personnel and fiscal reports in Microsoft Access Database.
• Maintain and update various fiscal and costing spreadsheets in Microsoft Excel.
• Act as liaison with Accounting and Personnel to establish allotments and encumbrances for current year

expenditures and to produce periodic Funds Availability Reports.
• Assist managers in interpreting, expending or augmenting their current year budget.
• Work with individual line managers to resolve problems arising from program changes.
• Analyze budget requests for conformity to Departmental and program objectives.
• Assist managers in the development of workload and staffing justification.
• Review and approve contract and grant funds.
• Assist in development of training materials and policies and procedures.
• Initiate Budget Revisions for categorical transfer of funds.
• Maintain information regarding the planned or actual receipt of federal grants.
• Establish and maintain the blanket expenditure control of funds.

20% Special Projects
• Prepare written responses regarding a variety of budget issues for the Budget manager's, Administration

Division Deputy Director’s and Director’s signature. Participate in meetings, review various written
correspondence initiated by program staff, and provide input as needed.

• Prepare materials for executive staff as assigned.
• Respond to special requests from DOF and the California Health and Human Services Agency such

as budget drills as a result of the statewide budget deficit.
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The analyst works under the general direction of the SSM I.

None, except when acting in SSM Is absence.

The analyst has daily contact with Departmental staff which may include clerical, other analysts, managers at all
levels and the Deputies. These contacts may involve information requests, working with managers to resolve
funding problems, developing workload and staffing justifications, interpreting budgetary items or language and
acting as liaison with Accounting and Personnel to establish allotments and encumbrances for current year
expenditures. External contacts primarily include the DOF and the Legislative Analyst's Office.

The analyst assists in the development of recommendations concerning Divisional budgetary allotments, staffing,
reorganizations and program changes. Incorrect decisions or information could result in major budgetary or
organizational problems, including the release of incorrect information to control agencies, the Legislature or the
Federal Government. It could also cause the Department to lose federal funds and/or become subject to fiscal
sanctions.

The analyst must have good interpersonal skills, be able to work under great pressure and work occasional
overtime at certain times of the year.
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